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Document Maintenance
Documentation should begin immediately during the
response of the disaster.
• Start record keeping during the response
• Separate files for each work site
The primary reason that local governments fail
to receive reimbursement is the lack of properly
documented disaster costs. Since federal payments
are based on Project Worksheets, final inspections
and audits, the proper documentation of costs is an
absolute requirement.

Maintain Documents To:
• Recover all of your eligible costs.
• Have the information necessary to develop your
disaster projects.
• Have the information available, which the State and
FEMA will need to see, to validate the accuracy of your
small projects.
• Be ready for any State or Federal audits, or other
Federal program reviews.
• Provide Federal compliance data by maintaining all
information on the alternatives that were considered
for projects where an environmental or historic
assessment was required.

Who Should Document?
• Central Record Keeper
– Appoint in advance
– Train
– Forms
– Computer version or manual version
• Field Records
– Supervisors
– Train
– Forms/daily logs

Record-Keeping Systems
• Keep all documentation for three (3) years
following the State's closure of your grant.
• Under the "Single Audit Act," there is a
possibility of an audit by State auditors
and/or the FEMA Office of Inspector
General.

Other Documents to Maintain
•
•
•
•
•
•
•
•

Mutual Aid Agreements
Collective Bargaining Agreements
EOC Logs; Job Site Logs; Inventory Logs
Contract Logs; Purchasing Logs
Insurance Policies!
Permits
Codes & Standards documentation
Maintenance Records
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Why Is This Important?
• Audit Findings Result in LOSS OF FUNDING!
• Failure to adequately describe work
performed
• Claiming indirect costs
• Lack of documentation for fringe benefits
• Inability to reconcile equipment hours
• Failure to provide clear audit trail
• Failure to segregate ineligible work
• Improper contracts

Main Tenants on Record Keeping
• Audit trail tracking costs to each project
• Cost summaries to source documents
• Reconciliation to
accounting system
• Create a filing system
• Designate a specific person to coordinate the
accumulation of records
• Separate Action/Project related activities from
normal activities – do not combine
Actions/Projects
• Summarize costs by Action/Project
• Update and close Action/Project

Resources
• Office of Management and Budget (OMB)
– OMB Circulars : A-21, A-87, A-102, A-110, A-122, A 133
– Available at:
http://www.whitehouse.gov/omb/circulars_default

• Stafford Act
– http://www.fema.gov/medialibrary/assets/documents/15271?id=3564

• US Government Accountability Office (GAO)
– http://www.gao.gov/about/workforce/ig_reports.html

• Office of Inspector General (OIG)
– Audit Reports and Publications
– Available at: http://oig.hhs.gov/reports-and-publications/

• 44 CFR
– http://www.gpo.gov/fdsys/pkg/CFR-2002-title44vol1/content-detail.html
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